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MEMORANDUM FOR: Comptroller 


VIA: 


Acting Deputy Director for Administration 


FROM: 

SUBJECT: 

REFERENCES: 


James H. McDonald 

Director of Logistics 

Additional Personnel for 0L/LSD/M5CB (U) 

(a) Memo dtd 29 Jul 77 to A-DDA fm D/L, 

subject: Review of Mail and Courier 

Procedures lor Handling Classified 
Material (01. 7 10,172) 

(b) Memo dtd 1 Sep 77 to Compt fm D/L, 

subject: Review of Mail and Couiie. 

Procedures for Handling Classified 
Material (DDA 77-5087; OL 7 3958) 

(c) Memo dtd 9 Sep 77 to A-DDA fm Compt, 

subject: Additional Ceiling Position- 

for 1978 ( DDA 77-5048) 

(d) Mult adse memo dtd 13 Jan 78 fm 
A-DDCI, sub i ect : Position Ceiling 
(DDA 78- 01 8 L ; OL 8 0264) 


1 . (U) Action Requested : This memorandum contains a 

recommendation for your approval; such recommendation is 
contained in paragraph 4. 

2 (C) Background: The Office of Logistics (OL) , by 

referents (a) IhTTFTT're quested an increase in its T/0 or 
authorization to exceed ceiling by 15 positions to accommo- 
date the need for additional couriers. This increase m 
courier strength was deemed mandatory to enable us to comply 
with which specifies that codeword and/or Top Secret 
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SUBJECT: Additional Personnel for OL/LSD/MtlCB (U) 


material must be transported/accompanied by two couriers. 

For a number of years, this requirement had been waived 
provided the courier had a radio in his vehicle. The 
Office of Security and OL believed it imperative that tie 
Agency not be in violation of its own procedures for handling 
classified material; and OL, in an effort to maintain tie 
service now provided, began bringing on board additional 25X9 
couriers in order to comply with the two-man rule on codewurcr 
and/or Top Secret runs. Mail and Courier Branch, Log:^^^cs 
Services Division, OL, now has an on-duty strength of^^^H 
persons which exceeds its authorized T/O ceiling by 15. 

3. (U/AIUO) Staff Positio n: By referent (c) and more 
recently referent (d) , we have Been advised that no additional 
positions are available to OL through FY-79. While it Is our 
intent to propose the additional positions for inclusion and 
approval in our FY-80 budget, I recommend that we adopt an 
interim course of action as folLows: 

a. That approval be granted OL to remain 15 
couriers overstrength in the Mail and Courier Branch 
authorized ceiling. Such overstrength would be 
absorbed by any underages developed in OL or within 
the DDA directorate-wide . 

b. That in the event all ceiling positions are 
exhausted within the DDA directorate, the Comptroller 
approve such overstrength and absorb it within total 
Agency ceiling. 

c. If at any time it appears that our overstrength 
cannot be absorbed under a and b above, OL will commence 
efforts to reduce on-duty strength until we reach 
ceiling. Our current attrition rate in Mail and 
Courier Branch is approximately two a month; and 
therefore, reduction could be achieved painlessly. 
However, such reduction will require significant curtail- 
ment of the current level of courier services as set 
forth in referent (b). 
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SUBJECT: Additional Personnel for OL/LSD/M^CB 


While other courses of action could be developed such 
as a RIF or a freeze in hiring, the above provides the 
optimum flexibility and is the most viable. Since the 
costs of these additional personnel were not budgeted 
for in FY-78 and FY-79, OL plans to submit these costs 
as unfunded items if necessary. 

4. (U) Recommendations : In view of the foregoing, 

your approval of the recommendations contained in paragraph 
b, and c is requested. 


'i’-f : .. ilcDonald 

fames H. McDonald 

RECOMMENDATIONS 3a and 3c: 

APPROVED: 

Acting Deputy Director for Administration^ 
DISAPPROVED: 

Acting Deputy Director for Administration 

DATE: 


RECOMMENDATIONS 3b and 3c: 


APPROVED: 

Comptroller 

DISAPPROVED : 

Comptroller 


DATE: 


Dis tribution : 

Orig t. Return to OL 
-2 - A-DDA 
2 - Compt. 
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MEMORANDUM FOR: Acting Deputy Director for Administration 


FROM: 


SUBJECT: 


James H. McDonald 
Director of Logistics 

Review of Mail and Courier Procedures (U/AIUOJ 
for Handling Classified Material 


1 , (U/AIUO) A ction Re qu ested : It is requested that 
approval of the 1 r e co mm cn da t Ion contained in paragrapn 3 
be granted. 


2 . Background : 


a. (C) On 26 July 1977, I hold a meeting 
with regard to current security practices in 
handling classified mail. In attendance at 
the meeting wore the Director of Security; 
Deputy Chief, Logistics Services Division, OL 
(DC/LSD/OL) ; and the Chief, Mail and Courier 
Branch/LSD/OL (C/MSCB) . Based on previous 
discussions with the Director cf Security, it 
was of mutual concern to us that the Agency 
not be in violation of proper procedures for 
handling classified mail, particul arly in view 
of the recent publicity regarding 


b. C s ) Headquarters Handbook dated 

July 1968, specifies that Codeword and/or Top 
Secret material must be transportcd/acconpanied 
by two couriers. In our meeting it was indicated 
that for a number of years this requirement had 
been waived occasionally. The waiver, allowing 
one courier to transport Codeword and/or Top 
Secret material has been granted verbally by 
the Special Security Center on the condition 
that the lone courier drive a vehicle with a 
oporating radio. It was also brought out in 
our discussions that this had been common 
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SUBJECT; Review of Mail and Courier Procedures (U/AIUO) 
for Handling Classified Material 


25X1A 


practice with NPIC and ODGE long before the 
Courier Consolidation Program. I should 
hasten to add that tho vast majority of our 
Codeword and/or Top Secret material has beon 
and is being handled strictly in accordance 
with 


25X1A 


25X1A 


25X1A 


c. (S) Since January 1976, the MfjCB of 
LSD has been requested to service some 33 
additional requirements without any increase 
in thoir Table of Organizat ion (T/Q) . For 
exampl e : establish run 

Buildings ; delayed p i c^u[^o^Lodewor<^^ 
material from congressional offices xvho do 
not have approved storage facilities; 
requested to X-ray all mail coming in for 
the Recruitmont Division/OP; requested to X-ra 


Building and many special requirements for the 
DCI , 0GC, and OLC. Up to this point we have 
been able to handle the majority of these 
requirements by working overtime and with 
refinements in our operating procedures. 

d. (C) As mentioned in subparagraph b 
above, thero have been occasions in the past 
Whore wo have handled Codeword and/o^Toi)^ 
Secret material with waivers to HUM 
Currently, we have seven courier run^^on^ 
for NPIC, three for 24-hour cable shift, one 

for Central Depot run, one for Exocutivo 

Registry specials, one for GEL , 

and DHC runs) where we rely on onc^coT^^^^^^^^ 
with an operating radio plus runs for 
requiring four couriers. In addition, tnerc 
is a requirement for a minimum of four 
additional courier positions to handle "specials.'’ 
In order to strictly conform with the procedures 
established by the M fiCB T/O should 

be increased by 15 positi ons at the GS-07 level 
bringing the total T/0 to 
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SUfijliCT: Review of Mail and Courier Procedures (U/AIUO) 

for Handling Classified Material 


e. (S) You may also recall that some 
months ago, we were reques ted to se rvice a 

requirement in support of which 25X1A 

involved ver y timely deliverTeso i Codeword 
to 

than normal working hours/days. It was 
determined that four additional positions 
\vere required to satisfy this requirement, 

„ and although the Comptroller did not formally 
increase the T/0 of the M$CB , we were allowed 
to exceed the established number of .positions 
by four persons. 

f. (C) It is our understanding that the 
Acting DDCI is currently considering an 
increase of some 30 additional positions for 
the Office of Security. In view of the above 
it may be appropriate to bring, the above 
information to the attention of the Acting 
DDCI for consideration at the earliest possible 
time since a total of 15 additional positions 

• would be required to bring M§CB up to the 
required strength to handle the necessary 
increase in workload. 

g. (U/AIUO) For your information, we have 
directed personnel scheduled i or assignment 
elsewhere in LSD into the MfjCB , and temporarily 
reassigned personnel from sorting requirements 
and the postal unit within the M$CB in order 

to have our co^^^nms conform to the 
provisions o f MHMHHiBi 

3. (U/AIUO) Recommendation: tt is recommended that pei cl- 

ing review and allocation of the requested 15 positions for 
MSCB, that the Office of Logistics be permitted to exceed 
the Mf,CB T/0 by up to 15 employees and the OL ceiling by ! ht 

same amount. 


SIGHED 

James H. McDonald 
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SULJECT: Review of Mail and Courier Procedures (U/AIUO) 

for Handling Classified Material 


CONCURRENCE; 


Robert TTT Ganibino ' Date" 

Director of Security 


APPROVED : • 

Acting Deput y Dir e c tor To r Acininistra tTon 

DISAPPROVED: 

AcTTng Deputy Director - !' or ATS in i st ra tTon' 

DATE : 


Dis tribution: 

Orig. - Return to OL (LSD Official) 
2 - DDA 
1 - D/Soc 


Withheld: 

1 - 0L/LSD/M5CB 
1 - D/L Chrono 
1 - OL Files 

OL/ LSD 

(29 July 1977) 
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MEMORANDUM FOR: 


Comptroller 


VIA: 


FROM: 

SUBJECT: 


Acting Deputy Director for Administration 
Director of Security 

James H. McDonald 
Director of Logistics 

Review of Mail and Courier Procedures for 
Handling Classified Material (U/AIUO) 


REFERENCES: 


a. 


mmdtd 23 Jul 68, subject: 
Domestic Courier Operations 


b. Memo dtd 16 Oct 75 to DD/A fm D/L, 

subject: Consolidation of Mail and 

Courier Services - Recapitulation 


1. (U/AIUO) Action Requested : It is requested that approval 
be granted to increase the staffing complement of the Mail and Cou- 
rier Branch, Logistics Services Division, Office of Logistics 
(MSCB/LSD/OL) by IS staff positions. 

2. (S) Background : 

a. On 26 July 1977, I held a meeting with regard 
to current security practices in handling classified 
mail. In attendance at the meeting were the Director 
of Security (D/Sec), Deputy Chief, LSD/OL, and Chief, 
MfjCB/LSD/OL. Based on previous discussions with D/Sec, 
it was of mutual concern to us that the Agency not be 
in violation of proper procedures for handling classi- 
fied mail jparticularlyinviewofthe recent publicity 
regarding 

b. specifies that codeword and/or top 
secret material must be transported/accompanied by two 
couriers. In our meeting, it was indicated that for a 
number of years this requirement had been waived occa- 
sionally. The waiver, allowing one courier to transport 
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SUBJECT: Review of Mail and Courier Procedures for Handling 
Classified Material (U/AIUO) 


codeword and/or top secret material, has been granted 
verbally by the Special Security Center on the condi- 
tion that the lone courier drive a vehicle with an 
operating radio. It was also brought out in our dis- 
cussions that this had been common practice with the 
National Photographic Interpretation Center (NPIC) and 
the Office of Development and Engineering Jong before 
the Courier Consolidation Program. I should hasten to 
add that the vast majority of our codeword/' and/or top 
secret material ha s been and is being handled strictly 
in accordance with 7 


■ c. Prior to 1974, there was a wasteful overlap 
of courier services as a result of several Independent 
°P eratlons within the Agency. Because of this', 
the CIA Management Committee ordered the establishment 
of an intradirectorate committee to study the feasibil- 
ity of consolidating the various courier activities 
within the Agency. On 12 August 1974, a consolidation 
of Agency courier services, as recommended by the intra- 
directorate committee, was approved by the Management 
Committee and, by 1 July 1975, all Agency courier serv- 
ices had been merged with MgCB/LSD/OL. Paragraph 4 of 
reference b states, in part, "Presently, requirements 
for special deliveries, as a result of the several in- 
vestigations of CIA, Freedom of Information Act require- 
ments, and related matters, have greatly increased within 
the last year; and t he B ranch is strained to fill its re- 
quirements with only Hi positions." In fact, special re- 
quirements have continued to increase since 1975 and 
just since January 1976, M§CB/LSD/0L has been requested 
to service some 33 additional requirements without any 
increase in its staff ing complement. Tor example : 
establish run for the Build- 

ings, delayed pickup - 

sional offices who do not have approved storage facili- 
ties; requ#sted to X-ray all incoming mail for the 
Recruitment Division, Office of Per “ 
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- . - - - ---- Central Intel- 

ligence and the Offices of General Counsel and Legislative 
Counsel. 
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SUBJECT: Review of Mail and Courier Procedures for Handling 

Classified Material (U/AIUO) 


d. Until the meeting referred to in paragraph 2a, 
we had been able to handle the majority of the increase 
in M$CB requirements by working overtime, exceeding our 
current authorired strength by small numbers, and refin- 
ing our operating procedures. In the past month^however , 
in order to conform with the provision of 25X1A 

have added new employees from the Cle rica l Staffing Branch . 

OP to M§CB/LSD/0L and currently have employees on du^$x9 
in* this branch. Within the next month, we plan to enter 
on duty S additional employees, bringing the strength of 
M^CB/LSD/OL to ^^|or 15 over its authorized strength. 

In the Interim, we have temporarily detailed employees 
from the postal unit and sorting requirements to courier 
runs . 


e. 

couriers 


Our specific requirements for 15 additional 
are listed below: 


(1) Seven couriers : These represent seven 
courier runs where we, Tn the past, have relied 
on one courier with an operating radio but will 
now need two couriers for each run. They aret 
one for NPIC; three for the 24-hour cable shift; 
one for the Central Depot, OL; one for the Execu- 
tive Registry's specials; and one for the Defense 
Mapping Agency, Office of SIGINT Operations, 



25X1A 


(2) Four couriers : Some months ago, we 
were requested to service a requirement in sup- 
port of ■■which invol ved timel y deliveries 
of codeword material to the|^^^H Building on 25X1A 
other than nonworking hours/uaysT^rour couriers 
are required to properly satisfy this requirement. 


(3) Four couriers : There is a need for a 
minimum of four couriers to handle additional spe- 
cial runs and requirements from all over the Agency 
that have developed in recent months and are re- 
ferred to in paragraph 2c above. 

f. To satisfy these additional requirements in M4CB/ 
LSD/OL, we have considered eliminating other functions in 
OL but find that this cannot be done without curtailment 
of currently provided services to other elements ot tne 
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'M&ltYiANDLM FOR: Deputy Director for Administration 


SU3J1X.T 


Consolidation of Mail and Courier Services - Recapitulation 


1. In oanuaiy and February 1974 the attached chart (attachment 1) 
was devoioped La t)ie Office of Logistic s (0L)/Mail and Courior Branch 
(MqCn) to demons tra to the wasteful overlap of courier services as the 
result of opera tins several independent courier operation within the 
Agency. (Tho U. S. was experiencing a serious gasoline shortage at tnnt 
turio, and the Agency was active in soveral areas attempting to economize 
and reduce costs.) The problem was presented to the Deputy Director for 
rlanogement and Services (Dh.-l^S) , and an 1 March 1974 ho rocaniriciided to 
.the CIA ilanageiacnt Coomittcc tiiat an intordirectcrato conmittee lx: estab- 
lished to study the feasibility of consolidating the various courier 
activities within tho Agency. The recoraaendation was approved on 3 Ami 
1974, and tho cccuiittee, with representatives from each directorate was 
forced hi oarly l»ay 1974. They established, a basic data base, reviewed 
tliO problun, and on 3 July 1974 reported back to the Management Ccraaittf-o 
t/iat consolidation v;as feasible and could bo implemented during FY 1975. 
me Courior consolidation Committee (CCC) considered courier scrvicos 
in t’ne Headquarters Building and the Metropolitan basiling tar Area onlv. 

Donas tic U. S. and overseas courier services were not included at that* 
time. Attachment 2 indicates the offices and equipment identified to be 
Taergod. .Tire consolidation, as recoamcnJed, was approved by the .'-Lana^ii- 
mqnt Committee an 12 August 1974. ° 

2. Preparation to consolidate began bxaodiatoly, to include reno- 
vations and expansion of tJie MyCB and tho acquisition of additional nail 
handling oquijnent. Tho National Photographic Interpretation Center 
(liPIC) waft^lccted to bo tho first activity to bo consolidated with idjCh 
because of their expertise and ccq>orienco with codeword processing and 
been usd of their demonstrated support of the effort and their willingness 
to cooperate and assist. NPIC personnel, functions, a;nd equipment were 
transferred on li> November 1974, along with the functions of the Offico of 
Basic Geographic Intelligence. Following that, the Deputy Director for 
Operations was merged an 13 January 1975; the Office of Security on 3 larch 
1975; tho Offices of Development and Engineering and FLINT and tho than 
defunct Office of Social Activities on 10 Marcii 1975; aid finally the 
Offico of Current Intelligence on 1 July 1975. Tho Offico of 'Joint 
Computer Support and tho Insurance Brand;, although idcntifiechby tho ocv . 
COc ns ojxjrating courier services, did not dedicate assets to those 25X1 A 
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functions and therefore had iiothinj to transfer. They woro, in cssort^g x1A 
advised of the service offered by M5CB. Hie Office of Training was ex- 
cluded free* the consol illation inasmuch as their functio^^raas^amng 
personnel and supplies along with a pouch for the 

deemed to bo incompatible with the consolidated service and 
no economies would be rcalizod if aerged. 

3. The . memorandum froa the CCC to tin* Management Ct^itteo^ecoj^ 
nonding the consolidation (attachment 3) indicated tiiat , of 25X9 


the consolidation. was approved by the Manngcaent CoKcuitteo and were, 
therefore, a saving in tlto overall consolidation of the various courier 
systems. ■ . , 

4. Paragraph 6 of attadnsut 3 stated that, "Depending on require— 
nents for 'special delivery' and experience factors, additional positions 
raay also l»e eliminated. ^teesnotly, requirements for special deliveries, 
as a result of the several investigations of CIA, Freodca of Information 
Act requirements , and related ratters, have greatly increased within the 
last year; and tho branch is strained to fill its requirements with only 
M positions. It any bo possible to eliminate wore positions vlicn tdio 

— E:: ^^el of these social activities reduces. 

5. Attachment 3 further indicates that five or six vehicles cchiIo 
be olininated. Thirty six were identified as being utilized as courier 
vehicles; however, ally 20 were n urged into tho consolidated courier 
system, with seven being retained vithiu the various operating ccoponai ts. 
Vllth additional refinements and the reduction of above-cited sjwcia.1 
activities, - it Buy bo jiossi-blc to further reduce the niwtef of vehicles 
utilized in courier services. 


C. In summary, positions are now dedicated t^ouricr 

services, perforning th^fuactions horctoforo performed by ^^Jpcrso;w23X9 
Within the operating components IS. 3 positions were retained and reclas- 
sified or eliminated. 'Courier services are being provided throughout 
tho Washington area witlx seven fewer vehicles than prior to tnc merger. 

• - j;’V“ \ 1 ! * 

; - , t l!*' - ! - 

"U‘ •’ j ■ V. 

p.v-.. if ‘Mcr , -< ; Michael J. MalanicV. 

Director of Logistics 
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S SEP B77 


MEMORANDUM FOR: Acting Deputy Director for Administration 


SUBJECT 

REFERENCES 


Additional Ceiling Positions for 1978 (U) 

a. Your Memo, dtd. 10 August 1977, Subject: 

Additional Ceiling for the Office of Personnel 

b. Compt. Memo to A/DDA, dtd. 17 August 1977, Subject: 

Additional Ceiling for the Office of Personnel 

c. Your Memo, dtd. 24 August 1977, Subject: 

Additional Ceiling for the Office of Personnel 

d. Your Memo, dtd. 30 August 1977, Subject: Rein- 

statement of Positions — Executive Motor Pool 


1. (U/AIUO) This will serve to acknowledge References c. and d. which 
request allocation of 12 ceiling positions for expansion of the Position 
Management and Compensation Division and four positions for the Motor Pool 
in the Office of Logistics. 

2. (U/AIUO) There are no uncommitted ceiling positions available for 
allocation at this time. All new requirements such as those identified for 
the Offices of Personnel and Logistics can only be satisfied at the expense 
of concurrent reductions elsewhere in the Agency. 

3. (U) We plan to consider your requirements along with other similar new 
position requirements from other directorates at a Comptroller's Meetinq later 
this month during which position and fund allocations for 1978 will 

mined. 


Comptroller 
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2 7 JAN 


MEMORANDUM FOR: Acting Deputy Director for Administration 

FROM: Robert W. Gambino 

Director of Security 


SUBJECT: Position Ceiling 

REFERENCE: PDA 78-0181 dated i?> Jan 7J> , Same Subject 

Mike : 


1. I note that the Acting Deputy Director of Central 
Intelligence has instructed the four Functional Deputy 
Directors not to recruit against anticipated FY 79 ceiling 
increases without the written approval of tae Director. 


2. In order to get our Industry 
moving ahead quickly as the Director 
earlier oral approval, we have been ; 
FY 79 increase in Industrial Securitr; 
be as many as 16 over strength at the 
assume that you plan either to accomm 
overage within the directorate's ove~ 
the Director c£ Central Intelligence^ 
directorate overage. If this assume? 
there is any further action which I j 
please let me know. 


al Security Program 
had asked and per your 
ecruitins against our 
positions and plan to 
end of FY 78. I 
lodate.this temporary 
all ceiling or to obtaii 
s approval for the tota. 
ion is not correct or t 
hould take at this time 

STATINTL 
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SUBJECT: (Optional) 


Position Ceiling 


m 


FROM: 


Robert W. Gambino 
Director of Security 
4E-610, Hqs . 


EXTENSION 

6777 


NO. 


OATS 


2 7 JAN 1978 


TO: (Officer designotipn, room number, ond 
building) 

ftl /Z- 


V"1. 

■*» ADD/ A 


- ."A' f r-v 

■L 7D - 26 , Hqs. 

37 Afl 4T±. ; A -.-L’ 7i " ' 

■ - : : — ■ ' - . : S >-. - n ■ ■ . ’ ■ • 

’ s:/:y "• 


OFFICERS 

INITIALS 


COMMENTS (Number ooch comment re^a~ rro, rhum 
to whom. Draw a line ocro» column ah., ear-, <•"'-) 


IF LB 1978 


iP "iiMll|5ctSn^D^^cfor of Security 


I 4^LvL..: : ' 1/ ? 


m r4r 
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